
TIER II MANAGER

FIRE DEPARTMENT HANDBOOK



• Superfund Amendments & Reauthorization Act (SARA TITLE III) Emergency Planning & 
Community Right-to-Know Act  (EPCRA)

• Online Portal For Indiana EPCRA Reporting – Tier 2 Manager
www.in.gov/dhs/3893.htm

Tier II Manager Benefits

• One-Stop Reporting: Facilities no longer need to submit three separate Tier II reports to the state, 
LEPC, and fire departments. Submission through Tier 2 Manager satisfies reporting to all three 
entities (unless the LEPC and/or fire department requests paper Tier II reports from the facility)

• Manage Facility Chemical Inventory: LEPCs and fire departments can search for and delineate 
chemical types and quantities reported through the online portal for planning purposes 

• Automatic Notifications: LEPCs and fire departments are instantly notified about facility 
notifications/updates.

System Requirements

• Browser
– Internet Explorer 10 or above (non-compatibility mode)

– Firefox 20 and above

– Chrome 26 and above

• Components
– Turn off the popup blocker in your Browser

– Adobe Acrobat Reader  (free download)

– Enable Javascript in your Browser (This should already be set in your browser)

http://www.in.gov/dhs/3893.htm


1 At the top-right, click the Tools
Menu, then click Internet Settings .

2 Select Privacy, then click Settings.

3 Type in the website then click Add.

4 The site will be added to your 
Allowed Sites. Click Close to finish. 

Allow Pop-Ups in Internet Explorer Browser



1 At the top-right, click the 
Chrome menu, then click Settings .

2 Click Show Advanced Settings.

3 Under Privacy, click Content Settings.

4 Click Manage Exceptions. Locate/add
Website, set to Allow, then click Done. 

Allow Pop-Ups in Chrome Browser



1 Click on Register.

New User Registration Steps



2 New User Registration.

New User Registration Steps

Log-In Name and Password

• One user account per Fire Department  

• Passwords must be 8-15 alphanumeric
characters

• Use generic Fire Department usernames e.g. 
ColumbusFD

• Try ‘Forgot Your Password’ or ‘Reset your 
Password’ if you are not able to log in   

• Your User Account will be DISABLED if 
you enter the wrong password more than 5 
times consecutively. 

• If you still cannot log into your account, 
contact the System Administrator.  Once the 
account is disabled, only the System 
Administrator can enable the account. 

• Must log in at least once a year or account 
will be Disabled   



3 County Users (LEPCs and Fire Departments) will be set up as ‘Other Users’ and will have access to 
their county’s data. 

1. Select ‘Other User’.  Appropriate roles will be displayed.  
2. Select role for the account – Click the ‘Add’ button.  The selections will move to the right box

• Fire Departments select ‘Jurisdiction Program User’
• LEPCs are set as ‘Jurisdiction Planner’

3. Select your county – Click the ‘Add’ button.  The selections will move to the right box
4. Select ‘Save’

New User Registration Steps



4

5

Click Save and wait for account approval email.

User and Admin receive registration email notification when account is approved.

New User Registration Steps



Homescreen Menu Options

1. Click on Hazard Reports to launch chemical summary reports for the facilities. 

2. Click on List Facilities in the menu to view a list of all facilities.

3. Click on List Incidents in the menu to view a list of all incidents reported. 

4. Click on Resources to view a set of links, contacts, and other information to support your 
planning and response efforts.   These are populated by the Administrator.



Homescreen Menu Options

5. Click List Plans to view a listing of Offsite Response Plans.   Use the workflow to manage 
these plans through the review process. 

6.  Click Update My Profile to manage your User Account. 

7. Click on Offline Reports in the menu to access Reports that you have generated offline. Offline 
reports are created when a report has more than 200 chemicals (or other specified large 
number) and is generated during a scheduled period.  You will be notified by email when the 
report is generated and you can go to this list to retrieve the report.  



Select Summary from the Menu.1

Displays a Summary Report for all Facility/Chemical counts in your county.2

Hazard Reports – Summary



Select Facilities with Most EHS from the Menu.1

Displays Facilities with the most Extremely Hazardous Substances by lbs. 2

Hazard Reports – Most EHS



Various search options available:

1.   General Search searches all columns.  Enter the Search Term and click on the Magnifying Glass icon. 

2. Alpha Search. Click on the column you want to search on.  This will activate the column and you will 
see the triangle on the column. Click on the Alphabet menu.   The results starting with that letter will appear.   
To clear, click the Gray Refresh button on the top right. 

3. Column Specific Search.   Enter the Search Term at the top of the column you want to search.  Click 
anywhere on the screen.   The Search will run and you will  see the results.  

List Facilities

• View/search all facilities within your county

Select ‘List Facilities’1



View Facility.2

Click to See More Facility  Details.  

Click Links to view specific 
feature. Site Map and Offsite 
Response Plan links will appear 
if available for the latest report. 

Facility Header contains facility 
and chemical alert info

View Facility Information



View Facility – List of chemicals on site3

View Facility Information



View Facility – Chemical details3

View Facility Information



View Facility.3

View Facility Information



View Facility.3

View Facility Information



View Facility – additional details3

View Facility Information



Select Incidents from the Menu.1

This will display a list of Incidents that were recorded. Click on Incident 
Description to get the Incident details. 

2

View Chemical Incident Information



To View an Incident Report linked to an incident select Reports from the Action tab.3

From the List all Incident Reports page click on View or Print to see the report. 4

View Chemical Incident Information



Spill/Release Reports



• Most information can be exported as a report

Reports

Select the ‘Reports’ icon.1

Select the document format (e.g. PDF) to automatically generate that report2



• Some reports, exports, or notifications are too large to 
generate online.  A report containing more than a certain 
number of records cannot be generated on demand.  
Instead, it will be generated at a scheduled time.

• The user is notified once the report has been run and can 
go to the Offline Reports menu to retrieve the report. 

• In these cases, the report should be downloaded to your 
computer. 

Offline Reports



There are three Offline Reports options under the Offline Report Reports tab.1

You will find the report in the list. Click on View to launch. You should then save 
this document to your local machine. 

2

Offline Reports



Select Resources from the Menu.1

This will display a list of Resources the Admin posted. Click on the links to view.2

Resources



Select Update My Profile from the Menu.1

Make changes and then click on Save. 2

Update Profile Information

• One account per Fire Dept – update contact details as necessary 



 State program webpage: www.in.gov/dhs/3893.htm

 Tier II Manager webpage: www.tier2.dhs.in.gov

 Toll-free contact number: 855-246-0065

 Marc Torbeck

SARA Program Specialist

mtorbeck@dhs.in.gov (317) 234-9696

 Ian Ewusi

SARA Program Manager

iewusi@dhs.in.gov (317) 695-2119

SARA Program Contact Info

http://www.in.gov/dhs/3893.htm
http://www.tier2.dhs.in.gov/
mailto:mtorbeck@dhs.in.gov
mailto:iewusi@dhs.in.gov

